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USAFACFS Pamphlet 672-1, 12 January 1988, is changed as follows:

I. Page 6. Add 10. after lOd(3)

10.1. ACHIEVEMENT MEDAL FOR CIVILIAN SERVICE

a. The Achievement Medal for Civilian Service (fig 5-!.2) is the fifth highest DA
honorary award and consists of a medal, lapel pin, and certificate DA Form 5654.
Nominations will normally cover a minimum period of one year of service.

b. Eligibility. This award is used to recognize appropriated and nonappropriated
fund employees for noteworthy achievements of a lesser degree than that recognized by the
Commander's Award for Civilian Service.

c. DA Form 1256 (fig 5-1.1) is used to submit recommendation for this award. The DA

Form 1256 will be accompanied by a one-page justification citing how the employee has
achieved this elibility.

d. Approval Authority. Authority to approve an Achievement Medal for Civilian
~~rvice is delegated to major subordinate commanders, major activity directors, and heads

special staff sections. This authority may not be further delegated, except that the
Assistant Commandant, u.s. Army Field Artillery School, and the Commanding General, III
Corps Artillery, may further delegate this authority to commanders, directors, or other
officials who report directly to their command level.

Processing Procedures.e.

( 1 ) The organization is responsible for--

(a) Preparing DA Form 1256/Certificate/Justification.

(b) Requisitioning necessary DA Form 1256/Certificates from DorM Publications Supply
Section. 351-3707/3816. and decoration sets from normal supply channels.

(c) Sending one copy of DA Form 1256 and Citation to the Technical Services Branch.
DCP and one copy of the DA Form 1256 and Citation to Incentive Awards. Personnel Services

Division. DCP.

(2) The Technical Services Branch will file copy in Official Personnel Folder.

(3) The Incentive Awards office will complete and forward reports to higher

headquarters.

Page 7. Add 11.1 after 11e(2)(d)

11.1. SUPERIOR CIVILIAN SERVICE AtvARD

a. The Superior Civilian Service Award nomination (fig. 7-1.1) is approved by the

Commanding General and consists of a medal, lDpel pin, and certificate DA Form 5655 (fig
7-1.2) Nominations will normally cover a minimum period of one year of service.
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b. Eligibility. This award is used to recognize appropriated and nonappropriated
fund employees for superior service or achievement, or heroism of a lesser degree than
that recognized by the Meritorious Civilian Service Award.

c. Nominating Procedures. Refer to USAFACFS Pam 672-1, 12 January 1988, 12b(3)(a
thru f) for nominating procedures.

d. Processing Procedures. Refer to USAFACFS Pam 672-1, 12 January 1988, 12d(1-2)
for processing procedures.

3. File this change in front of the publication for reference purposes.

(ATZR-XP)

FOR THE COMMANDER:

FRANK L. MILLER. JR.

Colonel. FA
Chief of Staff

1 ea Mil-Civ Supv of Civ Empl (800)
ATZR-XP (200)

,/
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.DOE, JANE R

PART I .'TO BE COMPLETEO BY OPERATIHGOFFICE --

EMp,-OVE"'. I-..Sf NA"'~ FIHS rNA""' -..,;-" .SCK;i..1- SECURITY NO. -OIOGANIZ..TION

NAME OF ORGANIZATION

!000-00-0000 jFort Sill, OK 73503

PRESENT POSITION TITL-E GRACE ANC .AI-AAY I POSITION HEI-C OUAING PERiOD COVERED IN NOMINATION
(II olh", than t/:.t .hoKn In I,"m 4)

$lS,O16,OO Same~~Typist. GS-322-04/0S -
TYPE OF AWARORECOMMENOEO AND JUSTIFICATION

Furnith On revers', sid" or .,n an attached sh"et or 8" x 10!-\" paper a ractuat stat~ment or what the employee has done 10 warrant
r:on.id"ration ror an award. indi'.ating beneCils reaulting from the employee's perrorm'n"e and si&nificance or speciat act or service.I' include speci(ic data requir"d by applicable regulatlcns for the typ" of award recommended. Attach a draft or s I..opo.ed citation

to be ~u'l~d 0., "omme~tion certiCicst~ritt~n in the third per.on. and DOt exceedin~ U words.

HONORARY :;. MONETARV

1-'!:f~dmLITY I~~-;;~;~~ DATES-

~" FROM,
I
5 ".A TOo

--

;l~~" f;

~
IC~RT:F-~ A.C-HIE~~~

iCERTIFICATE OF APPRECI~-rION FOR

PATRIOTIC CIVILIAN SERVlc.E

IVILIAN SERVICE

l~VILIAN SE~CE AWA~~

I PRESIOENTIAL AWARO

ISUSTA'NEC SUPE-

"'OR PERFORMANCE

SPECIAL ACT OR
SERVICE

MERI, V"'vv. ,.

~w~RU

Qr..£R (Spe"ily)

, Achievement Medal for Civilian Service

NOMINATING OFFICIALS

EXTEHSION NO

x

SIGNATURE

(DATE SIGNED)351-0000 x

(DATE SIGNED)351-0000 x

TYP£O NAME AND TITLE

Immediate Supervisor and Title

Supervisor/Director and Title
" -

PART II. TO BE COMPLETED BY CIVILIAN PERSONNEL DFFICE, TYP"E ANOC4-TEoF INCEN rlVE AWAROS GRANTED OURING PAST YEAR {E.cepl I..n,'h 01 Scrv/c. and Su"..'/on Award.! ~-

List all awards presented in last year. Information should be on employee's record card

(SF7) or Official Personnel Foler (201 File). Verified by organization.

I CERTIFICATE OF A..PRECIATION FOR

PA TRIOTIC CIVILIAN

SERVICE

I"ERITORIOUS CIVILIAN

SERVICE AWARO

! CE..TIFICATE OF

ACHIEVEMENT

--

I O.COR A TION FOR
ExCEPrIONA..
.:IVILIA" SE"VICE

--

: OTHER (Spocl'y)IUEPART...ENT OF
OEFENSE OISTIN.

GUISHEO CIV,LIAN

~WARD

"RESIDENTIAL
AWARD

!T$AN:Lt: ~ONf:TARY BENEf'ITS -iESTI...ATEDFinsT YEAR SAVINGr

I $

---
M.UNT RECOMMENDED

J INT ANGIBL'-
BENEFITS

1,3 ".JO,' cu,., J HEV'EW CoO"""

1-II. ~n ANOE'. 01' MAJOR
COMMANO OR OESIGNATEO
REPRESENTATIVE

I '. O;PARTM"NT OF THE
AR..y INCENTIVE AWAAO.
BOAAtJ

DA I ~~RTM7.12 56
--

PREVIOVS EOITIONS OFK..,S FORM ..RE: OBSO'-ETE

Figure 5-1.1. Sample of Achievement Medal for Civilian Service Nomination, DA Form 1256
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0 -0- 0 -
INCENTIVE AWARD NOMINATION AND APPROVAL

For uo. of thlo form. 0.. AR 672-20; th. propon.nt og.ncy I. Cfflc. of th. D.puly Chl.f of Stoff for P.roonn.l.

PARTI.TOBECOMPLI
£MP,-O'E"'S L"ST N""'E F'jRiTN"ME .MI SOC'.L SECUR.TY NO.

r NAME OF ORGANIZATIONI
I DOE, JANE R. 000-00-0000 I Fort Sill, OK

I PRESENT POSITION TITLE GAADE "ND S"L"AV POSITION HELD DURING PERlDD CDvERED IN NOMIN"TI N

Administrative Officer (II olho, Ih.n I"., oh""., in 110," 4)

GS-09 $22,458.00 ~ame

TyPE OF AWARD RECOMMENDED AND JUSTIFICATION

Furni"h on reverse side .'r "n an attached sheet or 8" x l!)~'. piper a ractual statement or what the employee has done to warrlnt
, considerstion Cor an awlrd, indicating beneCits resulting from the employee's perfnrmance and significance of special act or service.
Iincl\lde specific dala required by appiicable regulati"ns for the type of award recommended. Attach a drart of I ~"opo.ed citation
to be inclu""d 0'1 comme~~ion certificate writt"n !n the third person. and ant excee-~n~ J words.

HONORA~Y
MONET~RY

cERTIFIcATE or ACHIEVEMENT

cERTlrlcAT~: or APPRECIATION FOR
PATPIOTIC CIVILIAN SERVICE

-
MERITORIOUS CIVILIAN SERViCE

AWARD

~ ROM. TOo

OATE.

FROM.

TOo
I PRESIDENTIAL AWARD

0 r,iE:R (Spe'.ily)
SPECIAL ACT OR

~erior Civili~ice Award. SERVICE

0-- NOMINATING OFFICIALS
TVP"D NAME AND TITLE EXTE"51ON NO. SIGNATuRE

Immediate ~~~visor and T~~'351-0000 x (DATE SIGNED)

Director's Title
~- x I(DATE S~!?)!351-0000

P~~T 11:-ro~~MPLE~~~-~Y!;'YILIANPE-~NNEL-~ffICE
i. TYPE AND DA T" DFINC"N rlVE A~ARD. GRANTCO DURING PAST YEAR (l-:."opl I.rn,'h 01 Scrvicr and S"'toorion ..ward.,

List all awards presented in last year. Information should be on employee's record card

(SF7) or Official Personnel Folder (201 File). Verified by organization.

---~-
---!~~T III. TO BECO~~ETED BY LOCAL IHCE!I-T~-~WARDS COMMlrTEE

[] RECOMMEND APPROVAL OF AWARDS AS FOLLOWS:
10 D l'ISAPPROVEO

CERTIFICATE OF

APPRECIATION FOR
PA TRIOTIC CIVIl-IAN

SERVICE

ISUST AINED SU"ERIDR

I"ERFDR"ANCE

'---

...ERITORIOUS CIVIL.IAN

SERVICE AWARO

D£CORATION FDR

ExcEPrIDNA,-

CIVILIA" SERVICE

I "EPART"'ENT OF

OEFENSE OISTIN

GUISHEO CIVILIAN

~t:~VICE AWAR"

OTHER (Speci(y)

Superior Civiliar

Service Award i

ISPECIAL ACT OR

I.ER\lICE

""ESIOENT'AL
AWA"O

ix

!E.TI...ATED FIRST yEAR SAVINGS

, S

ACTION LEVEL

12 INSTALLATION to ...ANDER OR DESIGNATED

RE"R'St:NTATIVE

~i:U'GNATURE. TITLE AND DATE, ",n;'"n/'

Type name, title and must be dated

with sillnature of Cnmmanrlini ~en~~!i1
I'3 MAJOR CO...MA"O

REVIEw "OM'..,ttEE

I. COM"A..OEn OF MAJOR
COMMA..O OR DESIGNATEO
REPRESENTATIVE

." OEP..RTM"NT OF T"E:
ARMY IN"E:NTIVE ..W..ROS
AO..n"

DA I ~~~M7.1256 P".V'CUS ECITICNS CF~HIS FC r "BSCLETE

Figure 7-1.1. Sample of Superior Civilian Service Award Nomination, DA Form 1256

5
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1. PURPOSE.

a. This guide will help you better understand the awards used to recognize employees; serve as a quick
reference; and provide information and procedures for preparing nominations for awards most frequently
used. Information is based on AR 672-20 and Interim Change 103, 8 July 1987. The intention of the
Incentive Awards Program is to reward quality performers and provide them an incentive for continuing to do
their jobs at an efficient level.

b. The types of recognition covered are monetary recognition, non-monetary recognition, and length of
service.

c. Nominating an employee for an award is a management prerogative. It is also a manager's/

supervisor's responsibility to be familiar with the Army Incentive.Awards Program.

d. We believe this guide will be helpful to you and serve to dispel some myths about the Army
Incentive Awards Program.

e. The proponent office for civilian awards is the Management Employee Relations Branch, Civilian
Personnel Office, 351-5259.

2. AUTHORITY AND RESPONSIBILITY

a. Only the immediate supervisor, director, budget officer or other approving authorities should know
about the nomination. Any other personnel involved with the nomination should be reminded that it is
confidential information. The employee should~ be informed about a nomination, as such actions may
create serious morale problems if the award is delayed or disapproved. Further, employees who do not know
about an award also receive an additional bonus of being surprised when the award is presented.

b Supervisors should keep a record on employees nominated and presented awards.

3. MONETARY AWARDS.Special Act (SA). . The cash awards are the Quality Step Increase (QSI), Performance Awards (PA) and

4. QUALITY STEP INCREASE (QSI).

a. A Quality Step Increase (QSI) consists of an additional within-grade pay increase and a DA Form
2443 given in recognition of exceptional performance (fig 1-1).

b Eligibility.

(I) Employees in GS grades who receive an Exceptional Civilian Performance Rating are eligible for a
QSI. The rating must cover a total of not less than 12 months performance and will accompany the
nomination which should be submitted within 30 days after the date the rating was signed by approving
official.

(2) A QSI may be granted when the employee is expected to remain at least 60 days, after the effective
date, in the same organization in the same or similar position at the same grade level.

(3) An employee may not receive a QSI if the employee has previously received a PA based in whole or
in part on the performance currently being recommended for recognition.

c. Nominating Procedures. The employee's immediate supervisor is responsible for initiating the
nomination on DA Form 1256 (fig 1). The nomination will also include the Civilian Performance Rating (fig
8) and a 90-word or less Citation (fig 10).

d. Approval Authority. Authority to approve QSls is delegated to major activity directors, major
subordinate commanders, and the Deputy Garrison Commander for special staff sections. This authority may
not be further delegated, except that the Assistant Commandant, USAFAS, may further delegate approval
authority to the Deputy Assistant Commandant or Secretary, USAFAS. However, the approving official must be
at least one level above the level of the nominating official. When the commander is the rating
supervisor, higher level review/approval of the award is not required.

Processing Procedures.

(1 The organization is responsible for--

2
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(a) Verifying eligibility.

(b) Preparing DA Form 1256/Civilian Performance Rating/Citation/Certificate.

(c) Requisitioning necessary DA Form 1256/Certificates from DOIM Publications Supply Section,

351-3707/3816.

(d) Sending one copy of DA Form 1256, Civilian Performance Rating, and Citation to the technical
Services Office, CPO and one copy of the same documentation to Incentive Awards, Management Employee

Relations Branch, CPO.

(2) The Technical Services Office will--

(a) Type SF Form SO-B, Notification of Personnel Action, and forward payroll copy to Finance and

employee copy to organization.

(b) File data in Official Personnel Folder.

(3) The Incentive Awards Office will complete and forward reports to higher headquarters.

5. PERFORMANCE AWARD (PA).

a. A Performance Award (PA) consists of a monetary award and a DA Form 2443 (fig 2-1). It is given in
recognition of high-1eve1 performance for a specific rating period. (This award replaces the Sustained

Superior Performance Award).

b. Eligibility. Only Federal Wage System (WG/WL/WS) and General Schedule (GS) employees with annual
performance ratings of exceptional or highly successful are eligible for this award.

Nominating Procedures:

(1) The employee's immediate supervisor is responsible for initiating the nomination on DA Form 1256

(fig 2).

(2) The nomination will accompany the Civilian Performance Rating (fig 8) and should be submitted
within 30 days after the date the rating was signed by approving official. Nominations which exceed 30 day
period should be fully documented and justified regarding delay. Place the DA Form 1256 on top of the
Civilian Performance Rating. The Civilian Performance Rating is the justiflcation for any PA. There is no

longer a requirement for a separate justification or any statements.

(3) The supervisor is also responsible for preparing a Citation, (fig 10) that consists of 90 words or

less for the DA Form 2443.

d. Amount of Award: PA's amounts are based upon a percentage of annual salary as follows: Highly
Successful- 1-3%; Exceptional -Normally 4-7%. Awards of up to 10 percent of salary may be granted to
employees whose performance clearly and significantly exceeds the high level of other employees rated

exceptional as determined by the approving official.

e. Approval Authority: Authority to approve PA's is delegated to major activity directors, major
subordinate commanders, and the DGC for special staff sections. This authority may not be further
delegated, except that the Assistant Commandant, USAFAS may further delegate approval authority to the
Deputy Assistant Commandant or Secretary, USAFAS. However, the approving official must be at least one
level above the level of the nominating official and must be the official responsible for the awards budget
of the unit. When the commander is the rating supervisor, higher review/approval of the award is not

required.

Processing Procedures.f

(1) The organIzatIon Is responsIble for--

(a) Verifying eligibility

(b) Preparing DA Form 1256/Civilian Performance Rating/Citation/Certificate.

(c) Requisitioning necessary DA Form 1256/Certificates from DOIM Publications Supply Section

351-3707/3816.



USAFACFS Pam 672-1, 12 Jan 88

(d) Sending one copy of DA Form 1256, Civilian Performance Rating, and Citation to the Technical
Services Office, CPO and one copy of the same documentation to Incentive Awards, Management Employee
Relations Branch, CPO.

(2) The Technical Services Office will

(a) Type SF-Form SO-B and forward payroll copy to Finance and employee copy to organization.

(b) File data in Official Personnel Folder.

3 The Incentive Awards Office will complete and forward reports to higher headquarters.

6. SPECIAL ACT (SA).

a. The Special Act (SA) consists of a monetary award and DA Form 2443 (fig 3-1). It is given to
recognize a meritorious personal effort, act, service, scientific or other achievement accomplished within
or outside assigned job responsibilities.

Eligibility

(1) The act, service, or achievement must result in tangible or intangible be~efits to the Government
and may involve more than one employee. The amount of the award will be determined using the
Tangible/Intangible benefits charts on pages 29 and 30 of this guide.

(2) The SA is appropriate to recognize short term accomplishments, i.e., in a regularly as~igned
position during a detail; and at the conclusion of a successful special project; or at other ti~es when
performance or honorary awards are not appropriate.

(3) This award is also appropriate for recognition of civilian employee ideas or improvements
resulting in tangible or intangible benefits that cannot be recognized under the Army suggestion program

(4) When this award is granted for duties performed within job responsibilities, the act or service
must significantly exceed normal expectations and must not have served either wholly or in part as the
basis for a previous cash award.

c. Nominating Procedures. An employee's supervisor or any individual having direct knowledge of the
act, service, scientific or other achievement, in coordination with the employee's supervisor, may initiate
an award nomination within 30 days after ~t is accomplished. DA Form 1256 (fig 3) will be used to submit
recommendations for the award and a one-page Justification (fig 9) and a written Citation (fig 10) will be
written describing the act or service accomplished. When the written citation is based on measurable
tangible benefits, the supporting data will show in detail how these benefits were computed.
Recommendations based on intangible benefits will identify the value of benefits and extent of application
appropriate for the achievement to be recognized. Use the Tangible/Intangible Benefits Charts (fig 11 and

12, respectively) .,

d. Approval Authority.

(1) Authority to approve SA awards up to and including $1500 is delegated to major activity directors,
major subordinate commanders, and the DGC for special staff sections. This authority may not be further
delegated, except that the Assistant Commandant, USAFAS, may further delegate approval authority to the
Deputy Assistant Commandant or Secretary, USAFAS. However, the approving official must be at a level
higher than the individual who recommended the award.

(2) SA awards from $1501- $5000 will be reviewed and recommended by the Incentive Awards Committee
for approval by the CG.

Processing Procedures

(1) The organization is responsible for--

(a) Verifying eligibility.

(b) Preparing ~A Form 1256/Justification/Citation/Certificate.

(c) Requisitioning necessary DA Form 1256/Certificates from DOIM Publications Supply Section,

351-3707/3816.
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(d) Forwarding awards over $1500 to Incentive Awards, Management Employee Relations Branch, CPO, for
reviewand recommendation to CG.

(e) Sending one copy of DA Form 1256, Justification, and Citation to the Technical Services Office,
CPO and one copy of the same documentation to Incentive Awards, Management Employee Relations Branch, CPO.

(2) The Technical Services Office will--

(a) Type SF Form SO-B forward payroll copy to Finance and employee copy to organization.

(b) File data in Official Personnel Folder.

(3) The Incentive Awards Office will complete and forward reports to higher headquarters.

7. ON-THE-SPOT (OTS).

a. The On The Spot (OTS) is a small Special Act Monetary Award ($25 to $250) and DA Form 2443
(fig 4-1) which may be given by a supervisor for day-to-day work site accomplishments. The amount of the
award should be based on what was done and the manner in which it was accomplished.

b. Eligibility.

(1) The act, service, or achievement must result in tangible or intangible benefits to the Government
and may involve more than one employee.

(2) The OTS is appropriate to recognize short term accomplishments, i.e., in a regularly assigned
position during a detail; and at the conclusion of a successful special project; or at other times when
performance or honorary awards are not appropriate.

(3) This award is also appropriate for recognition of civilian employee ideas or improvements
resulting in tangible or intangible benefits that cannot be recognized under the Army suggestion program.

(4) When this award is granted for duties performed within job responsibilities, the act or service
must significantly exceed normal expectations and must not have served either wholly or in part as the
basis for a previous cash award.

c. Nominating Procedures. An employee's supervisor or any individual having direct knowledge of the
act, service, scientific or other achievement, in coordination with the employee's supervisor, may initiate
an award nomination within 30 days after it is accomplished. DA Form 1256 (fig 4) will be used to submit
recommendations for award and a written citation (fig 10) will be written describing the act or service
accomplished. Indicate on the DA Form 1256 in the Special Act block that the award is an OTS (fig 4).
There is no limit as to how many OTS awards may be presented within an organization or to an individual.

d. Approval Authority. Authority to approve OTS awards ($25 to $250) is delegated to major activity

directors, major subordinate commanders, and the DGC for special staff sections. This authority may not be
further delegated, except that the Assistant Commandant, USAFAS, may further delegate approval authority to
the Deputy Assistant Commandant or Secretary, USAFAS. However, the approving official must be at a level
higher than the individual who recommended the award.

Processing Procedures.

(I) The organization is responsible for--

(a) Verifying eligibility.

(b) Preparing DA Form 1256/Citation/Certificate

(c) Requisitioning necessary DA Form 1256/Certificates from DorM Publications Supply Section,
351-3707/3816.

(d) Sending one copy of DA Form 1256, and Citation to the Technical Services Office, CPO and one copy
of the same documentation to Incentive Awards, Management Employee Relations Branch, CPO.

(2) The Technical Services Office will--

(a) Type SF Form SO-B and forward payroll copy to Finance and employee copy to organization.
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(b) File data in Official Personnel Folder

The Incentive Awards Office will complete and forward reports to higher headquarters.'3)

8. NON-MONETARY/HONORARY AWARDS. Honorary Awards are essential to a healthy awards program at any
"

organization. These are often overlooked or the supervisors as well as employees may feel that if there

isn't any money involved it's not much of an award." Honorary Awards impact employees in several ways.
employee who is applying for a new position may cite any honorary award he has received. Recognition and
respect from peers as well as supervisors is bestowed on an employee when he/she is presented an honorary
award. An employee who has worked hard at a high level will be shown that he is appreciated and his work
above that which is expected is noticed. Also, honorary awards are not taxable!

An

EXCEPTIONAL PERFORMANCE .

a. Employees who are rated "Exceptional" on their annual Civilian Performance Rating, DA 5398-R
automatically receive this Exceptional Performance Award (fig 8-1). The rating supervisor is responsible

for writing a 90-word or less Citation (fig 10).

Submit one copy of the Civilian Performance Rating and Citation to the Technical Services Office,

CPO.

10 CERTIFICATE OF ACHIEVEMENT.

a. The Certificate of Achievement (fig 5-1) is appropriate when an employee has accomplished assigned
duties in a commendable manner, demonstrated skill and initiative in devising and improving work methods
and procedures that result in saving on manpower, time, space, or materials. It is also appropriate when
an employee by personal diligence or initiative was directly responsible for meeting mission requirements
or special work load projects involving unexpected difficulties and operational demands or has

significantly improved employee morale and job performance.

b. DA Form 1256 (fig 5) and a Citation (fig 10) is used to submit recommendation for this award. The
justification for this award is the Citation (fig 10) which should be measured against the above criteria
and should be 90 words or less. Submit Cita~ion with DA Form 1256. This award may be given at any time,

it is not effected by the performance rating period.

c. Approval Authority. Authority to approve a Certificate of Achievement is delegated to major
subordinate commanders, major activity directors, and heads of special staff sections. This authority may
not be further delegated, except that the Assistant Commandant, US Army Field Artillery School, and the
Commanding General, III Corps Artillery, may further delegate this authority to commanders, directors, or

other officials who report directly to their command level.

Processing Proceduresd.

The organization is responsible for--(1)

(a) Preparing DA Form 1256/Citation/Certficlate.

(b) Requisitioning necessary DA Form 1256/Certificates from DOIM Publications Supply Section

351-3707/3816.

(c) Sending one copy of DA Form 1256 and Citation to the Technical Services Office, CPO and one copy
of the DA Form 1256 and Citation to Incentive Awards, Management Employee Relations Branch, CPO.

The Technical Services Office will file copy in Official Personnel Folder
(2)

The Incentive Awards Office will complete arid forward reports to higher headquarters
(3)

~OMMANDER'S AWARD FOR CIVILIAN SERVICE

a. This award is approved by the Commanding General and consists of a medal, lapel pin, and
certificate DA Form 4689 (fig 6-1). Nominations will normally cover a minimum period of one year of

service.

b. Eligibility. This award is used to recognize appropriated and nonappropriated fund employees when

they have accomplished any of the following criteria:
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(1) Performed supervisory or nonsupervisory duties in an outstanding manner, setting an example of
achievement for others to follow.

(2) Demonstrated initiative and skill in devising new or improved equipment, work methods and
procedures that resulted in considerable savings in manpower, time, space, materials, or other items of
expense, or improved safety or health of the work force.

(3) Demonstrated leadership in performing assigned duties that resulted in improved productivity of
the unit.

(4) Rendered professional or public relations service that resulted in considerable favorable
publicity in the area in which the activity or installation is located.

(5) Employees who have established a pattern of excellence, as recognized through the previous receipt
of one or more honorary or monetary performance awards should be considered for this award.

(6) Retirement, separations, or long pe.riods of service will not constitute a sufficient basis for
conferring the Commander's Award.

c. Nominating Procedures. Nomination of employee will be presented on DA Form 1256 (fig 6). The
employees immediate supervisor is the first nominating official (part I block 7). the director of the
organization in which the employee works is the second nominating official. and the Commanding General is
the approving official (part IV line 12). The DA Form 1256 will be accompanied by a one page Justification

(fig 9) citing how the employee has achieved this eligibility (see (1)-(4) above); and the supervisor will
also prepare a proposed Citation (fig 10) of not more than 70 words highlighting significant achievements.

d. Approval Authority. The Commanding General is the approving official.

Processing Procesures.

(1 The organization is responsible for--

(a) Preparing DA Form 1256/Justification/Citation,

(b) Sending the original and two copies of DA Form 1256, Justification and Citation to the Management
Employee Relations Branch, CPO.

(2) The Management Employee RelatIons Branch wIll--

a) Forward award to Incentive Awards Committee for review and recommendation to CG.

(b) Prepare certificate and DF for CG's signature.

(c) Send medal/lapel pin/certificate to organization.

(d) Complete and forward reports to higher headquarters.

12. MERITORIOUS CIVILIAN SERVICE AWARD.

a. This is the second highest DA honorary award and consists of a medal, rosette, and Decoration
Meritouious Civilian Service Certificate (fig 7-1). This award is approved by the Commanding General.
nomination will normally cover a minimum period of 1 year of service, except nominations for courage and
competence in an emergency. This must be submitted within 6 months after completion of the period to be
cited.

A

b. Eligibility.

(1) ElIgibility will be determined when the employee--

(a) Accomplished supervisory or nonsupervisory duties in an exemplary manner, setting a record of
achievement, and inspiring others to improve quantity and quality of their work.

(b) Demonstrated initiative and skill in devising new or improved equipment, work methods and
procedures that resulted in considerable savings in manpower, time, space, materials, or other items of
expense, or improved safety or health of the work force.

7
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(c) Achieved outstanding results in improving the morale and performance of workers.

(d) Exhibited unusual courage or competence in an emergency, resulting in direct benefit to the
Government or its ~ersonnel.

(e) Rendered professional or public relations service 0£ unique or distinctive character.

(2) Retirement, separation, or long periods of service will not constitute a sufficient basis for
conferring the Meritorious Civilian Service Award.

(3) The first page will be a brief biographical sketch that will include the following information:
date and place of birth; education and degrees conferred; significant employment record; and type of
appointment and grade (fig 7-2). The second page will have a proposed citation (fig 10) for the signature
of the Commanding General, highlighting the significance of the nominee's achievements. Additional pages
will contain not more than 2,500 words with topical headings as follows:

(a) Summary of achievement. Limit this information to one page.
terms and include dates of achievement(fig 7-3).

This should be stated in specific

(b) Additional details. In nontechnical language, illustrate how the nominee was personally
responsible. This should relate to the achievements listed in (a) above. Be specific as to dates of

accomplishment.

(c) Benefits. Cite the specific benefits on improving Government operations or serving the public
interest. Describe separately the tangible and intangible benefits.

(d) Personal quali-tl-1:$0~--erve- examples of personal qualities of the nominee that made the achievement

PQssible.

(e) Other awards received. Include a statement describin~ any other significant awards received.

(f) Published works. List the nominee's published works in science, technology, or the humanities.

(4) An individual who receives the Meritorious Civilian Service Award is eligible for a future grant
of the same award if it is based on a different achievement or service performed during a later period and
will be recognized by issuance of a laurel leaf cluster.

c. The employee's immediate supervisor and the director of the organization in which the employee
works will be the first and second nominating officials (part I block 7, DA Form 1256- fig 7).

d. Processing Procedures.

(i) The organization Is responsible for--

t(a) Preparing DA Form 1256/Biographical Sketch/Achievements/Justifica~ion/Citation

(b) Sending the original and two copies of DA Form 1256, Biographical Sketch,
Achievements/justification and Citation to the Management Employee Relations Branch, CPO

(2) The Management Employee Relations Branch will--

(a) Forward award to Incentive Awards Committee for review and recommendation to CG.

(b) Prepare certificate and DF for CG's signature.

(c) Send medal/rosette/certificate to organization

(d) Complete and forward reports to higher headquarters

e. Additional Honorary Awards. Other honorary awards are listed in the Incentive Awards Regulation AR

672-20, chapter 8.

13. CAREER SERVICE RECOGNITION FOR CIVILIAN EMPLOYEES.

a. Career service emblems and certificates will be awarded civilian employees to provide recognition
for Career Federal Service.

8
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(I) DA civilian employees who are U.S. citizens and complete 10, 15, 20, 25, 30, 35, 40, 45, and 50
years of satisfactory service will be awarded career service emblems and certificates. Employees who
complete 5 years of service will receive a certificate.

(2) Federal civilian and military service will apply toward eligibility for a career service emblem if
for one year of that service the person has been a civilian employee.

(3) Organizations determine type and frequency of presentation. Emblems and certificates should be
presented promptly during an appropriate ceremony. Emblems recognizing 25 years of service and over is

generally presented by top officials of the organization.

(4) Certificates and emblems for 10, and 15 years of service will be embossed in bronze; 20- and 25-
year certificates will be embossed in silver; and 30-, 35-,40-, 45-, 50-year certificates will be gold

embossed.

b. Processing Procedures.

(I) The Technical Services Office will obtain length-of-service printout from DOIM

(2) The Management Employee Relations Branch will--

(a) Type certificate.

(b) Send certificates and emblems to organization.

9
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IN(.ENTIVE AWARD NOMINATION AND APPROVAL
For u.. 01 ohl. lorm. ...4R 672-20; th. propon.nt og.ncy I. O/llc. 01 th. O.puty Chi./ 0/5001/ 10' p.,.onn.l.

PART I. TO BE COMPLETED BY OPERATING OFFICE
--

SOC,AL SECURITY NOI E...p"OVEE.S LAST NA...E FIRST NA...E ...,

DOE JANE R NAME OF ORGANIZATION, .000-00-0000 Fort Sill, OK 73503

c PRESENT POSITION TITLE GRAOE"' ' POSITION ;;ii:o-oi;~I~:a'PE~"oO ~g~,::EO IN NO...,NATION

(11 other .han .hat aho In 1.am 4)

Same
Clerk Typist, GS-322-04/0S $15.016.00

--
TYPE OF AWARD RECOMMENDED AND JUSTIFICATION

---

Furnish on rev~rs~ sid~ or on an attached sheet or 8" x I()~" paper a ractual statement or what th~ employe~ has done to warrant
consideration for an award, indicating benefits resulting rrom the employee's p~rrormanc~ and significance of special act or s~rvic~.
Include sp~cmc data r~quired by applicable regulati"ns for the type of award recommend~d. Attach a draft or a propos~d citation
to be included on ~mmendation certificate written in~~ t~rd~erson, and DOt exce~din~ 90 word..

ICERTIFICATE OF ACHIEVEMENT

PATRIOTIC CIVILIAN SERVICE

MERITORIOUS CIVILIAN SERVICE

IAWARO

i OTHER (Specily)

I CIVILIAN SERVICE AWARD

I PRESIOENTIAL AWARO

SPECIAL ACT OR
SERVIC E

NOMINATING OFFICIALS

EXTENSION NO. ~TYPED NAME ANDTITLE

Immediate Supervisor and Title

SIGNATURE DATE

351-0000 x (DATE SIGNED)

Superviso' 35 1-0000 x -~~~E-P)
PART" -TO BE COMPLE-TED8YCIVILIAN PERSONNEL OFFICE- ~

.TV"E AND DATE OF INCENTIVE AWARDS GRANTED DURING "AST VEAR (£.cep, Len,rh 01 Service end Su"e."on Awetd.)

List all awards presented in last year. Information should be on employee's record card

I~~or Official P~r~~l Folder (201 File). Verified byOrganization.

PART III .TO BE~QMPLETED BY LOCAL IHf~~AWARDS COMMITTEE

D RECOMMEND APPROVAL OF AWARDS AS FOLLOWS:
1.0 D DISAPPROVED

I CERTIFICATE OF APPRECIATION FOR

PATRIOTIC CIVILIAN

SERVICE

SUSTAINED SUPERID~
PERFDRMANCE

I "'ERITORIOUS CIVILIAN.

SERVICE AWARO
QUALITY INCREASEACHIEVE..ENT

DECOR. TION FOR

EXCEPTION.L

CIVILI.N SERVICE

DE"ART"'ENTDF
DEFENSE DISTIN.
GUISHED CIVILIAN

IOTHER (SpecJly)
"RESIDENTIAL
AWARD

COMPLETE FOR MONETARY ~.YARDS RECOMMENDED
'."'( UNT p~rnuu~un~':J TANGIBLE "'ONETARY BENEFITS FIRST YEAR SAVINGS

l-:J INTANGIBLE
S BENEFITS

--
VPED NAME OF LOCAL COMMITTEE CHAIRMAN I SIGNA TURE

PART IV ~~COMPLETEO BY APPROPRIA~ ~~ROVING AUTHORITYIIES\
: APPROVED (II I DIS- I ADDITIONAL i

,nOneI8r,'. "',dic.'. APPROVED CASH AWARD
ACTION LEVEL

..INSTALLATION COM-
MANDER OR DESIGNATED
REPRESENTATIVE

, MAJOR COMMANO
REVIEW COMMITTEE

,. COMMANDER OF MAJOR
COMMAND 0" DES,GNATEO
"EPRESENTATIVE

'S DEPARTMENT OF THE
ARMY INCENTIVE AWARDS
BOARD

SIGNATURE, TITLE AND DATE

Typed name, title and must be dated
w~;ll!nature .9:.L.?::p:.proving authori .y..

~ l~ v~ f\ i;!
:~

DA I ~~~M7.1256 P~EVIOUS EOITIONS OF THIS FORM AR£ OBSOLETE

Figure 1. Sample of Quality Step Increase (QSI) Nomination, DA Form 1256

10
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INC;fHTIVE AWARD HOMIHATION AND APpRoVAL
Fo, use 01 thl , lorm. .ee AR 672-20; rhe proponent ogency I. Olflce 01 the Oeputy Chief of Stolf for Per.onnel.

PARTI- TO BE COMPLETED BY OPERATING OFFICE

000-0

o IN NOMINATION
I PRESENT POSiTION TITLE GRAOEANDs-ALARv-- "-

Clerk Typist, GS-322-04/05 $15,016.00

TYPE OF AWARO RECOMMENOEO AND JUSTIFICATION
-~--

NOMINATING OFFICIALS

~!TENSION NO. ITYPED NAME ANDTITLE

Immediate Supervisor and Title

Supervisor/Director and Title

DATE

351-0000
x (DATI!; :)IGNED)

351-0000 x (DATE SIGNED)

P~~~!O BECOMPLE~!-~~AL INCENTIVE AWARDS COMMITTEE

O RECOMMEHO APPROVAL OF AWAROS AS FOLLOWS: 10 O DISAPPROVED

CEATIFICATE OF

APPRECIATION FOR

PATRIOTIC CIVILIAN

SERVICE

SUSTAINED SUPERID~
PERFORMANCE

I ...ERITORIOUS CIVILIAN-

SERViCE AWARD

IOTHEA (Specl/y)DEP"RTMENT DF
DEFENSE DISTIN-
GUISHED CIVILI"N

I EXCEPTIONAL

CIVILIAN SERVICE

PRESIDENTIAL
AWARD

VPED NAME OF LOCAL COMMITTEE CHAIRMAN

APPROVEO (II
I 01$. I AOOITIONAL

monetary, "!.dicate APPROVEO CASH AWARO
SIGNATURE. TITLE ANO OATE

Type name, title and must be dated
it~ signature of approving authorit

~

DA ' Fo~~M7.1256 PREVIOUS EDITIONS OF THIS FOR... .RE OBSOLETE

Figure 2. Sample of Performance Award (PA) Nomination, DA Form 1256

EMP,-OVEE'S L.AST NAME FIRST NAME. MI

DOE, JANE R.



,
.-':
l-- 

-.0- 
-.;

~
..-;

, 
0'-"

~
.:~

~
~

~
~

,,~
 " 

"
~

c 
, 

""

~
-i 

)1

F
igure 

2-1. 
S

am
ple 

of 
P

erfo

U
S

A
F

A
C

F
S

 
P

am
 

672-1

~8.~~..,

~~~z~~~oo~~0~~~000~

13

A
w

ard 
C

ertificate, 
D

A
 

F
orm

 
2443

~0~

1? 
T

~
n 

IIII

~
 

.
~

 
Q

) 
..-I

Q
)...~

Q
).-1

1dU
~

tU
~

tU
dC

I)
~

 
~

!/I 
tU

Q
) 

~
Q

)!/I 
.c 

U
~

Q
)!/I~

O
 

~
 

~
~

o
...

~
!/I~

 
U

 
~

tU
~

!/I

O
 

tU
,d~

tU
~

~
... 

I:
"'=

 
.-I~

tU
U

>
.!/I.-11:

~
.-1l:tU

tU
Z

 
~

 
Q

)O
 

O

O
 

>
~

I:Q
)H

~
~

...O
U

fol
~

 
U

 
~

<
o~

ul:Q
»N

~
O

tU
~

...~
H

~
H

 
~

tU
tU

z
Q

)folQ
) 

~
 

<
~

U
,d=

~
~

~
~

C
I)U

U
Q

)~
bO

C
I)

~
U

,dO
 

I: 
tU

~
~

 
.Q

)~
...O

~
~

~
...O

~
 

Q
)-l:tU

~
~

~
ztU

~
~

dO
 

U

Q
) 

tU
H

,dQ
)

,dZ
~

folbO
~

Z
...U

 
=

' 
~

Q
)bO

~
O

~
 

R
bO

,dI:C
I)~

tU
~

d...~
 

O
 

.-I
~

 
~

~
,dO

Q
)

~
ddO

...,1:!/I
=

'~
~

 
:J~

~
 

...
~

>
. 

Q
)

!/1!/1 
.-I!/l,d

!/IQ
)~

 
Q

)Q
)

Q
).M

~
Z

~
Q

)O
~

...O
 

Q
» 

...=
' 

!/1 
~

 
O

=
,~

d=
, 

1...
~

 
tU

O
>

<
~

~
~

 
~

Q
)e~

~
Q

)I:~
 

Q
)Q

)
Q

),d~
tU

!/I 
~

,d 
>

~
>

.u
~

 
~

I
.c 

~
Q

)~
Q

)Q
) 

tU

oeE
-.,d,d!/I

~
H

...C
I)...

Q
) 

O
 

e,oI 
~

 
!/1

U
~

 
d 

Q
)~

I: 
~

~
~

 
.

tU
Q

)O
 

~
 

I:

.e~
...'~

~
!~

O
Q

)tU
l:.-1 

...
~

O
 

tU
~

>
.~

~
~

!/I...~
~

u
Q

) 
tU

!/IO
O

~
~

. 
.M

:J...~
111 

!/1 
tU

 
Q

)
Q

)~
~

(/).-1~
~

,d 
~

tU
tU

=
'

...>
- 

dtU
~

.O
Q

)O
.-1d

~
r--~

.-1~
 

tU
o(X

)~
.c...~

~
0\~

cU
~

Q
)Q

)
~

=
'~

>
cJ

~
 

.-I~
~

I:
~

~
~

cU
~

Q
)

a
tU

Q
)~

>
 

U
~

.c~
 

~
Q

)
<

0=
~

O
~

O
...~

Q
) 

~
Q

)U
 

...1:>
.~

U
O

Z
~

O
.-1Q

)
I: 

O
.C

~
~

~
tU

~
H

~
...tU

e 
fol~

Q
).-1!/I

~
 

<
 

1~
.

O
,dN

d~
bO

Q
)

~
bO

H
O

~
Q

)O
~

=
'Z

U
O

~
~

Q
)O

<
 

U
~

~
t-'~

 
(/) 

.
,d~

l:dtU
!/I

<
...otU

~
,d~

~~GH(I)

ZOH~NH~0~0~OE
o4

U~H~-~HUH~~0~ZH>~~~~0
~

~
~Z
E

-.

~~'-"

~
'

1?' 0;;. 
t~

~
~

~
i.,~

i;:

r:~
.!~

-::

-"-;",

~
~

~
-1/(:;;

~u"'0;~~~0"a



USAFACFS Pam 672-1, 12 Jan 88

INCENTIVE AWARD HOMINATION AND APPROVAL
For U.. 01 thl. lorm, I.. AR 672-20; th. propon.nt og.ncy I. Offlc. of th. O.puty Chl.1 01 St01110r P.r.onn.l.

P~T 1- TO BE ~LETED~Y~~ER4TING OFFICE

EMPLOYEE'S I-AST NAME. FIRST NAME. MI soC:,AI- SECURITY NO. .ORGANIZATION

NAME OF ORGANIZATION
IDOE, JANE R. 000-00-0000 Fort &ill, OK 73503

I PRESENT POSITION TITl-E GRADE AND SAl-ARY POSITION HEl-D DURING PERIOD COVERED IN NOMINATI N

(It other then Ihel .hoMOl In t..m .)

Clerk Typist, GS-322-04/05 $15,016.00 Same

D~TESICERTlf'ICATE Of' ACHIEVEMENT

CERTlf'ICATE Of' APPRECIATION f'OR
PATRIOTIC CIVILIAN SERVICE

MERITORIOUS CIVILIAN SERVICE

AWARO

OTHER (Specilyj

I FRO...

P.A TOo

I DEPARTMENT OF DEFENSE DISTINGUISHEd
CIViLIAN SERVICE AWARD I

DATES
FRDM' .

TD'

SUST~INED SUPE-
RIDR PERFORM~NCE

PRESIOENTIALAWARO

DATE

10-20-87
I SPECIAL ACTOR

X SERVICE SA

NOMINATING OFFICIAL-S

EXTEN$,ON NO. II TYPED NAME ANDTITLE

lIIDInediate Supverisor and Titl=

SIGOIATURE DATE

351-0000 (DATE SIG~)

~up:~isor/Director and Title 351-0000 (DArE SIGNED)
I.TYPE AND DATE ( PART " -TO BE COMPLETED BY CIVILIAN PERSONNEL OFFICE
.TYPE AND DATE DF INCENTIVE AWARDS GRANTED DURING PAST YEAR (£xcopt Lo..,th 01 So.vlco and Su"o.tlon Aw.rd.)

iList all awards presented in last year. Information should be on employee's record card

SF 7 or Official Personnel Fold. .

PART "1- TO BE COMPLETED BY LOCAL INCENTIVE AWARDS COMMITTEE
,--

O RECOMMEND APPROVAL OF AWARDS AS FOLLOWS,
I.D D OISAPPROVEO
I

I CER-'FICATE OF APPRECIATION FOR

PATRIOTIC CIVILIAN

SERVICE

SUSTAINED SUPERIOR
PERFORMANCE

MERITORIOUS CIVILIAN-
SERVICE AWARO

QUALITY INCREASE

DECORA TION FOR I I i i OEP
EXCEPTIONAL SPECIAL ACT OR I I OEF,.NSE OISTIN-

CIVILIAN SERVICE I ,SERVICE I ..UISHEO CIVILIAN

I , ISERVICE AWARD

COMPLETE FOR MONETARY AWARQ~REC
A..'UNT RECOMMENDED TANGIBLE MONETARY BENEFITS

I $

OTHER (S"ec"y)

"RE5tDEN TIA L

AWARD

IESSTI..ATEO F'::AR SAVINGS

VPED NAME D.- LDCAL COMMITTE-E-C-HAiRMAN

D INT ANGIB LE
BENEFITS

~SIGNATURE

~Lv. TO BE COMPLETED BY APPROPRIATE Ar
-~

.PROVIH~T~Q~ITY(IES)
~PPRoVEO (11

I 015- I ~OOITION~L

mon,,~ary. ~,~.diCal. ~PPROVEO C~5H ~W~RD

ACTION LEVEL

12 INSTALLATION COM-
MANOER OR OESIG"ATEO
"'EPR£SENTATIV£

1--
-MAJOR COMMANO

I REVIEW COMMITTEE

I
I '. COMMANOER "F MAJOR

COMMANC OR OESIGNATEO
1 REPRESENTATIVE

I'S OEPARTME"T OF THE
'1 ARMY INCENTIVE AWAROS

BOARD

SIGNATURE. TITLE AND DATE

$1,500.00
'S~A~~

'J:ype name, title and must be dated :
ui f"h ~i gn"t-,,1:e , nf '.pp...n~ing '.tlt-hn...i ~Iy.

.1i7J-~:i
~,~\

DA ' ~~~MC31256 PREIIIOUS EDITJONSOF.HIS FOR RE OeSOI.ETE

Figure 3 Sample of Special Act (SA) Award NominatIon! DA Form 1256
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USAFACFS Pam 672-1,12 Jan 88

I INCENTIVE AWARD HOMINATION AND APPROVAL
I For U.. 0' thi. form, ...AR 612-20; th. propon.nt ag.ncy /.0"/1:. a' th. O.puty Chl.f a' Staff 'a. P.r.onn.l.

PART 1- TO BE COMPLETED BY OPERATING OFFICE

EMP:.O'(EE'S LAST NAME FIRST NAME MI fTV NO. S ORGANIZATION

NAME OF ORGANIZATION

DOE, JANE R. 000 Fort Sill, OK 73503

PRESENT POSITION TITLE GRAOE ~ POSITION HELO OURING PERIOO COVEREO IN NOMINATION
(If oth., fhan th., .ho...' In I'em 4)

Clerk Typist, GS-322-04/05 $15,016.00 Same

TYPE OF AWARD RECOMMENDED AND JUSTIFICATION
~--

Furnish on reverse side or on an attached sheet of 8" x lOY," paper a factual statement of what the employee has done to warrant
consideration for an award, indicating benefits resulting from the employee's performance and "ignificance of special act or service.
lncludc apec;fic data required by applicable regulations for the type of award recommended. Attach a draft of a proposed citation
t~~~~~ on commendation certificate written in the third person, and not excee~~ 90 wor~8.

HONORARY

I DECORATION FOR EXCEPTIONAL
CIVILIAN SERViCECERTIFICATE OF ACHIEVEMENT

CERTIFICATE O~ APPRECIATION FOR
PATRIOTIC CIVILIAN SERVICE

MERITORIOUS CIVILIAN SERVICE

AWARD

OTHER ( peci(y)

DEPARTMENT OF DEFENSE DISTINGUISHED

CIVILIAN SERVICE AWARD

NOMINATING OFFICJALS

EXTENSION NO. \ SIG~ATURE DATETYPED NAME AND TITLE

11InIIediate Su~ervisorand ritl~ ~OSlQ x :DATE SIGNED)

Su?ervisor/Director and Title 351-0000 x
PART" -TO BE COMPLETED BY CIVILIAN PERs~LoFFICE :nATj;' ~T~NRn~ I

-,
..TYPE AND DATE OF INCENTIVE AWARDS GRANTED DURING PAST YEAR {£xcept Length 01 Service and Sugge.tlon Award.)

List all awards presented in last year. Information should be on employee's record card

1 (S-~~2~!:-Q!~i~ers~~nel Folder (201 File) .Verified by Organiza~i~
--

PART 111- TO BE COMPL~IED~~A~ INCENTIVE AWARDS COMMITTEE

I 10 D OISAPPROVED
I

D RECOMMEND APPROVAL OF AWARDS AS FOLLOWS:

CER-'FICATE OF

APPRECIATION FOR

PATRIOTIC CIVILIAN

SERVICE

MERITORIOUS CIVILIAN-
SERVICE AWARO

ISUSTAINEO SUPERIORCERTIFICATE OF

ACHIEVEMENT

IIQU..LITY INCRE..SE

OTHER (5"ecl,y)
! DEPART..ENT OF

DE""N.E DI.TIN-

GUI.HED CIVILIAN
I PRESIDENTIAL

AWA"D

E)(CEPTIONAL
CIVILIAN SERVICE

COMPLETE FOR MONETARY AWARDS RECOMMENDED

A..' VNT RECO ENDED ITANGIBLE ..ONETARV BENEFITS ESTI..ATEC FIRST YEAR SAVINGS

1 I [JINTANGIBLE $ -cJ- -BEI'EFITS $ -

I TYPED NAME OF LOCAL COMMITTEE CHAIRMAN

I APPROVFO (1{
mon"t"".. indicate

~

DIS.
I ADDITIDNAL I

APPRDVED CASH AWARD

"

PART IV -TO BE COMPLETEO BY APPRO-P~~

~CTION LEVEL

'2 INSTALL'TION COM-
M~NOER OR OESIG"~TED
"EPRESENTATIV.

I. ...~JOR CO ~NO
REVIEW COMMITTEE

,. COMMANOER OF MAJOR
COMMAND OR OE.,GNATED
REPRESENTATIVE --

I~ri~ ~:::I"~~;l:f a~:n:~~itn:e",~I"~t::i 1";~.

-k-I ':'~

;~~"

~
I '. OEPARTME"T OF THE

ARMY INCENTIVE AWAR[)S
BOARD

PREVIOUS EDITIONS OF--"IS FORM ..R£: OBSOLETE

DA I ~~~M731256

Figure 4. Sample of On The Spot (OTS) Award Nomination, DA Form 1256
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USAFACFS Pam 672-1, 12 Jan 88

-
INt.fNTIVE AWARD NOMINATION AND APPROVAL

For u.oof this fOfm. soo .R 672.20; tho proponont .goncy I. Office of the Oeputy Chief .f St.ff 1.. Personnel.

PART I. TO BE COMPLET-ED BY OPERATING OFFICE
I EMPLOVEE'. LAST NtME -FIRST NAME. MI 2 SOCIAL SEcUR.TvNO:

DOE, JANE R. 000-00-0000 NAME Of ORGANIZATION

PRESENT POSiTION TjTLE GRADE AND SALARY POSITIO
(II othor ,

~~~~G:!r:~22-04-04/05 $15,016.00 Same
-~-- ---~ --

TYPE OF AWARD RECOMMENDED AND JUSTIFICATION

Furnish on reverse side or nn an attached sheet of 8" x lO~" paper a factual statem.;~t~f-:;;h;t~yee has done to warrant I
consideration for an award, indicating benefits resulting from the em loyee's. fo ce nificance of s ecial act or service.
Include specific data required by applicable regula ion

I to be included on commendation certificate written

HONORARy

DE S
X CERTIFICATE DF AqHIEVEMENT CIVILIAN SERVICE TO: FROM:

TO:
I CERTIFICATEOF-;;;;;RECIATIOÿ FOR

PATRIOTIC CiVILIAN SERVICE

DEPARTMENT DF DEFENSE DISTINGUISHEci

CIVILIAN SERVICE AWARD DATES
SUST AINED SUPE-

RIOR PERFORMANCE F~O..

TO'PRESIDENTIAL AWARD
MERITORIOUS CIVIL AN SERVICE

AWARO

OTHER ISpecily)
SPECIAL ACT OR
SERVICE

NOMINATING OFFICIALS

EXTENSION NO. !I TYPEDNAM~ AND TITLE

I Immediate SUpe:iSOr and Title

SIGNATURE DATE

351-0000 x (DATE SIGNED)

Supervisor/Dire~tor and Title 351-0000 x
(DATE SIGNED)

PA~II .TO BE COMPLETED BY CI~~~NEL OFFI~~
10 TV PE AND DATE OF "'CENTIVE AWARDS GRANTED DURING PAST VEAR (Except Len,th of Service end Su"eotlon Awardo)

List all awards Ipresented in last year. Information should be on employee's record card

(SF7) or OffiCi1l Personnel Folder (201 File). Verified by Organization.

~~II'! .TO BE COMPLETED BY LOCAL INCENTIVE AWARDS COMMITTEE

D RECOMMEND A~PROVAL OF AWARDS AS FOLLOWS: I 10 O DISAPPRDVED

CERTIFICATE OF

APPRECIATION FOR

PATRIOTIC CIVILIAN

SERVI CE

$USTAINEO SU"ERIOR

i"ERFORMANCE

MERITORIOUS CIVIL.IAN-

SERVICE AWARO
QUALITY INCAEASE..CHIEVE...EHT

OTHER (Spec"y)DECDRATIDN FDR

EXCEPTIDNAL

CIVILIAN SERVICE

DEPART..ENTDF
DEFENSE DISTIN-

IGUISHEDCIVILIAN
SPECiAL ACT OR
SERVICE

~~I,.~~~-9R-~NETARY A~B~~-R~!;9~~~@E~

~M':T-~~
I TANGIBLE MONETARY BENEFITS

I D INTANGIBLE

S -BENEFITS

IE$STI..ATED FIRST YEAR SAVINGS

!T!tPEO NAME OF LOCAL COMMITTEE CHAIRMAN iSIGNATURE

AF' ADDITIONAL
mane iCASH AWARDACTION LEVEL

,. INSTALLATION COM
MANOER 0" OESIGN TEO
REPRESENTATIVE

13 MAJOR COMM4NO

REVIEW COMMITTEE

1. C OMMANOER OF MA OR
C OMMANO OR OESIG A TEO
REPRESENTATIVE i

OEPART..ENT OF T-iE
AR..V INCENTIVE A"AROS
BOARO

SiGNATURE. TITLE AND DATE

iType name, title and must be dated
~th ~ignature 9f a2Droving authori :y

-
~

! .."~:IL.~

~-rc

DA ' Fo~~M7.1256
PREVIOUS EOITIONS OF THIS FOR" ARE: OBSOL.ETE

Flg~re 5. Sample of Achievement Award Nomination, DA Form 1256
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USAFACFS Pam 672-1, 12 Jan 88

INCENTIVE AWARD NOMINATION AND APPROVAL
For U.. 01 Ihl. IOfm. I.. AR 672-20; Ih. propon.nl og.ncy I. Ottlc- ot Ih. O.puly Chl.1 01 Stolt tOf P.r.onn.1

-~---
PART 1- TO BE COMPLETED BY OPERATING OFFI4:E--~

EMPLOVEE's LAST NAME FIRST NAME M

DOE, JANE R.

2 SOCIAL SECURITY NO. 'N I

000-00-0000 NAME OF ORGANIZATION I

1i'n...t- ~ill- OT{ 7~"0~-- i

, ,~~.( 'OSITION TITL.£ GRADE AND SAL.ARY .POSITI"N HELD DuRING"PERIOD C"VEREO IN NO...'NATION I

(It olhe. then Ih., 8ho...' in lrem .) i

Supply Technician, GS-7, $ 18,358.00 Same

TYPE OF AWARD RECOMMENDED AND JUSTIFICATION--~ '-~F~;~ish on reverse sid" or on an attached sheet of 8" x 10,/," paper a factual statement of what the employee has done to warrant

I consideration for an award, indicatiog benefits resulting from the employee's performance and 3ignificance of special act or ae,rvice,
l'nc!udo spe,,;ric data requir~d by ap~licable reKulat,i"ns for the type of award recommended. Attach a draft of alX'opoaed cItation

~
MONETARY

~ ;~~LITY INCREA:EA IUALITV INCREASE

TO'

.PA
F'AO..

TO.

CERTIFICATE OF ACHIEVEMENT

CERTIFICATE OF APPRECIATION FOR
PATRIOTIC CIVILIAN SERVICE

IDEPARTMENT OF DEFENSE DISTINGUISHED
CIVILIAN SERVICE AWARD

I SUSTAINED SUPE-

RIOR PER..0..MANCE 1 FAO"'

ITO'
MERITORIOUS CIVILIAN SERVICE

AWARO
PRESIDENTiAL AWARD

SPECIAL ACTOR
SERVICE

OTHER ("pecifyj I Commander's Award for Civilian Service

NOMINATING OFFICIALS

EXTENSION NO. I--
DATESIG..~TURETYPED NAME AND TITLE

(DATE SIGNED)I Immediate Supervisor and Title 351-0000 xx

351-0000 (DATE SIGNED)Name of Director and Title xx
---

PART ",I9-~MP!,ETEO BY CIVILIAN PERSO~NEL OFFICE-~--.TV PE AND DA TE DF INC ENTIV E AWARDS GRAN T ED DURING p .ST V EAR (Except Le..Qth of Service and SuQQ..tlon Award.) --

~ist all awards presented in last year. Information should be on employee's record card

I(SF 7) or Official Personnel Folder (201 File). Verified by Organization.
-~--

PART111 .TO 8ECO-~~Y- LOCAL IHCEHTIVEAWARDS ~-~~~

I 10 D OISAPPROVEO
I

D RECOMMEHO APPROVAL OF AWARDS AS FOLLOWS,

'I CER-'FICATF: OF APPRECIATION FOR

PATRIOTIC CIVILIAN

SERViCE
--

""EAITOAIOUS CIVILIAN-

ISFAVICE AWAAO
CEATIFICATE OF

ACHIEVEMENT

laTHER (Spec II,,)!DECDA.TION FO..
I EXCEPTION.L

CIVILI.N .EAVICE

SPECIAL ACT OR
SERVICF

DEPARTMENT OF
DE"..NSE DISTIN- PRESIDENTIAL

j :':.~SV~~~ ~';~~~~N ~"~NuUISHED CIVILIAN AWARD
SERVICE AWARD

--

COMPLETE FOR MONETARY AWAROS RECOMMENDEO
lTANGIBLE MONETARY BENEFITS I ESTIMATED FIRST YEAR SAVING.

, (-:1 INTANGIBLE
$ BENEFITS I ~

TYPED NA...E OF LOCALCO TTEE CHAIRMAN

I Chairman,

TYPED NAME AND TITLE. INC AWDS COMM

ISIGNATURE~

xx(DATE SIGNED)
- --

?PROVING AUT!!~~(!§)PART I OPRIATE A

400lTION4L

C4SH 4W4RD
~CTION LEVEL

--
1 .2 INST~LL~T.ON COM.

MANOER OR OESIG"ATEO
REPRESENTATIV.

SIGNATURE. TITLE ANO OATE
~-- 'lype name, title and must be dated

JiJ ~i gngt"".o nf rnmmgn~i ng Gono'.'. 1

',. MAJOR COMMANO
REVIEW COMMITTEE ~ :~

,. COMMANO£R 'OF MAJOR
COMMAND OR D£.,GNAT£D
R£PR£S£NTATI\I£

I '. OEPARTME"T OF THE
1 ARMY INCENTIVE AWARDS

BDARO

PREVIOUS EDITIDNS OF -HIS FORM ..R" OBSOLETE

DA 1 ~~~M731256

Figure 6 Sample of Commander's Award Nomination, DA Form 1256
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USAFACFS Pam 672-1. 12 Jan 88

INCENTIVE AWARD NOMINATION AND APPROVAL
IFa. u.e 01 thl. 10.m. .et' AR 672-20; the p.oponent ogency I. Ofllce 01 the Oeputy ChIef 01 Stolf 10. Pe.tonnel.

P~~~OMPLETED ay OPE
:~::~~~~;~ANT7A'1'~()NC lATING O~E ~-

.ORGANI~ATION

NAME OF ORGANIZATION
I Fort Sill, OK 73503 I

" POSITION ..ELO OURING PERIOD COVERED IN NO...,NATION
(11 other 'han Ihal .ho in Item 4)

Same

NA..E-:-FIRST NAME MI '2 5OCIAL SECURiTVNo.

000-00-0000DOE, JANE R.

'I .PRESENT POSITION TITLE GRAOE ANO SALARY

Administrative Officer

I GS-09 $22,458.00

TYPE OF AWARD RECOMMENDED AND JUSTIFICATION
~---

Furnish on reverse sid" or on an attached sheet of 8" x lOY," paper a factual statement of what the employee has done to warrant
consideration for an award, indicating benefits resulting from the employee's perfoTtDance and 3ignificance of special act or service-

, , -, , ' , ,

MONETARY
INCREASE I

CERTIFICATE OF ACHIEVEMENT

CE~TIFICATE OF APPRECIATION FOR
PATRIOTIC CIVILIAN SERVICE

MERITORIOUS CIVILIAN SERVICE

AWARD

OTHER (SpecilyJ

I FRO"'"

PA TO'

I DEPARTMENT OF DEFENSE DlrnNGu;SHEcl

CIVILIAN SERVICE AWARD I
OATES

FROM,

TO'

SUSTAINED sUPE-
RIOR PERFORMANCE

I PRESIOENTIAL AWARO

SPECIAL. ACT OR
SERVICE

NOMINATING OFFICIAl-S

EXTENSION NO. ITYPED NAME AND TITLE

Immediate Supervisor and Title

SIGNATURE

351-0000 xx

DATE

(DATE SIGNED)

Director's Title 351-0000 ;xx (DATE SIGNED)
I

PART II -TO BE COMPLETED BY CIVILIAN PERSONNEL OFFICE
.TY"E AND DATE DF INCENTIVE AWARDS GRANTED DURING "AsT YEAR (£.copt Le..,th 01 Sorvico and SuQ,e
List all awards presented in last year. Information should be on employee's record card ;

(SF 7) or Offici~l Personnel Folder (201 File). Verified byOrganization.

PA~TI~o ~COMPLETED BY LOCAL INc~AWARDS COMMITTEE

IXJ RECOMMEND APPROVAL OF AWARDS AS FOLLOWS:
10 O DISAPPROVED

I CER-'FICAT£ OF

APPRECIATION FOR

I PATRIOTIC CIVILIAN

IS£RVICE

CERTIFICATE OF

ACHIEVEMENT
SUSTAINED SUPERIO ' j...ERITORIOUS CIYILIAN-

PERFO ANCE X ~SFRYICE AWARD

laTHER (5"eclly)OEPAAT..ENTOF
OEF..NSE OISTIN.
GUISHEO CIVILIAN

EXCEPTIONAL
CIVILIAN SERVICE

'SPECIAL. ACT OR
i.ERVICE

; PRESIDENTIAL
'AWARD

II DATE:

(DATE SIGNED)

--~~~
VPEO N.ME 0.- LOCAL COMMITTEEcHA""..AN

Chairman.

TYPED NAME AND TITLE. INC AWDS COMM

SIGN..URE

I

I xx

APPROV ADDITIONAL I,"0""',,r,O, i CASH AWARDACTION LEVEL
c
'. INSTALLATION COM.

MANOER OR OESIG'.ATEO
~EPRESENTATIVF

'3 MAJOR COMMANO
REVIEW COMMITTEE

I. COMMANOER "F MAJOR
COMMANO OR OESIGNATEO
REPRESENTATIVE

IS OEPARTMENT OF THE
ARMY INCENTIVE ...WAROS
BOARD

~IGNATURE. TITLE AND DATE

Type name, title and must be dated
with si~natllre of Commanding Genera"

~
n

DA 1 ~~~M7.1256 P~EVIOUS EOITIONS OF ...'S FO~" A~" OBSOLETE

Figure 7. Sample of Meritorious Service Award Nomination, DA Form 1256
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USAFACFS Pam 672-!, !2 Jan 88

BIOGRAPHICAL SKETCH

Date and Place of Birth 10 July 1938; Lawton, OK

2. Education and Degree Conferred BS in Business from Cameron University, Lawton, Oklahoma, 1958

3. EmploymenL Record with Federal Government FROM TO

PRESENT

October 1980

May 1974

December 1969

July 1965

October 1980

May 1974

December 1969

July 1965

December 1963

Administrative Officer, GS-O9

Budget Analyst, GS-O7

Budget Analyst, GS-O6

Budget Account Clerk, GS-OS

Budget Account Clerk, GS-O4

Clerk Typist, GS-O3 July 1960 December 1963

4 Type of appointment and grade Administrative Officer, GS-O9.

Figure 7-2. Sample of BIographIcal Sketch

SUMMARY OF ACHIEVEMENTS

Since her arrival on 7 July 1960, Ms. Doe has continually supported the uLssions and goals of the
(NAME OF ORGANIZATION EMPLOYED WITH). Coming from the installation's comptroller section as a budget
analyst, she began budgetary operations and procedures which continue to set the standards unmatched by
other TRADOC agencies. Ms. Doe is a recognized expert in management, budget, and fiscal matters. Her
detailed knowledge of applicable directives enabled her to quickly and accurately interpret directives and
devise efficient, effective internal operating procedures within her division and for the other operating
elements of (NAME OF ORGANIZATIO~).

Upon her promotion to Administrative Officer, 15 October 1986 through 10 November 1987, she completely
mastered administrative matters and became a reliable source for expert guidance for all members of the
(NAME OF ORGANIZATION). She developed flawless procedures for the management processing of all civilian
personnel matters which contributed significantly to the morale and work performance of assigned civilian
staff. Security and safety programs have been of the highest caliber. A communications security equipment
(COMSEC) SOP developed under Ms. Doe's supervision has been used as a model by other organizations. The
administrative support provided to all elements of the (NAME OF ORGANIZATION.) has been consistently
accurate, timely, and, in general, far above th~t which is normally expected.

Administration of personnel policy, both within her own division and throughout the (NAME OF
ORGANIZATIO~), has been in absolute accordance with Fort Sill Civilian Personnel Management Program
documents and issued effective, positive, rewarding actions and adverse actions, set the example for others
to emulate.

Ms. Doe is highly flexible and quickly and a~curately responds in a prompt manner to ever changing
requirements normally experienced in her position. Her expert grasp of management procedures and
requirements enables her to function efficiently in manpower management. She has constantly remained
abreast of the status of funds for approximately 25 test projects, two different instrumentation funds, and
housekeeping funds. At all times, she provided division chiefs with up-to-date information and sound
professional advice in cost accounting, budget management, and reprogramming actions. As a recognized
expert in the fields of test budgeting and programming and personnel management, Ms. Doe enjoys the
complete confidence of the Director of the (NAME OF ORGANIZATION).

Ms. Doe is a highly dedicated employee of exceptional value to the Government. She ~s a highly
motivated, professionally qualified individual who strives to meet the very highest standardF in all that
she undertakes. She is fully deserving of the Meritorious Civilian Service Award.

Figure 7-3 Sample of Summary of Achievements
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CIVILIAN PERFORMANCE RATING
For UI. Of thll form, 10. AA 690-400, Ch.pt.r 430; th. propon.n.t .g.ncy Ii DCSPEA

PART 1- ADMINISTRATIVE DATA
--

2. NAME ANO LOCATION OF EMPLOYING OFFICE

NAME OF SECTION/BRANCH AND ORGANIZATION

Bldg f/ 123

Fort Sill, OK 73503

,. NAME (Laot. Flnt, MI) AND SSN

DoE, JANE R.

, ssfl 000-00-0000
13. PDSITIDN TITLE AND NUMBER, PAY PLAN, SERIES AND I

GRADE/LEVEL

Clerk Typist. GS 322-04 $15573

15 Oct 86
14 Oct 87

FROM
TO'

JOB ELEMENT RATINGCE
b

JOB ELEMENY CE
b

RATINC

,.. .1 YES E

2
I ;,

~.!YES E

3 YES F

YES E
9. ELEMENT RATING EXPLANATION
1. Preparation of travel orders for CONUS and overseas were processed in a timely manner
in accordance with applicable regulations. Employee has performed duties in an exceptional
manner with very little errors. Proficiency has enabled employee to absorb Fort Chaffee and
RIF travel orders without additional manpower. Employee is very thorough in processing real
estate claims. Work is extremely accurate and has not requested any assistance during the
rating period. Employee counsels other Fort Sill employees regarding PCS entitlements and
has done so with minimal complaints.

2. Employee has completed all required documents following established guidelines with lit ti
or no error.

13. Employee has the knowledge and skill required in ~rocessing service agreements to the
degree that all ISSA's requiring update have been completed TAW established suspense dates.
The Time and Attendance cards have been prepared for each pay period with little or no error
The requisition of supplies and equipment is always completed within required guidelines.

~4. Employee wor~s extremely well with co-workers, CPO staff and customers served. Employee
willingness to provide customer assistance is exceptional. She has volunteered to assist in
other work areas to expedite mission work accomplishment.

s ~
r" .rr- -

,,-:..~LJ:..-'.

DA FORM 5~8.R. May 86 REPLACES DA FORMS 4940-IR, 49402R and 4940-3-R, OCT 80;
DA FORMS 4969 AND 4969-1, APR 81,-WHICH ARE O8SOLETE.

D EMPLOYEE D SUPERVISOR O RECORD [j OTHERcopy

Sample of Civilian Performance Rating, DA Form 5398-RFigure 8.
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JUSTIFICATION

MS. JANE R. DOE

Ms. Jane Doe is recommended for the Commander's Award for Civilian Service for exceptionally outstanding
service from 15 September 1986 through 25 October 1987. While assigned to the(NAHE OF SECTION/BRANCH AND
ORGANIZATION EMPLOYED WITH), she has continuously provided dedicated, loyal, and excellent service. As a
member of the Logistics Assistance Instruction Team, Ms Doe has continually been called on to undertake
difficult projects and has an outstanding and unblemished record of success. Her dedication to duty,
unmatched initiative, and drive to excel has distinguished her as a leader in her field.

As a supply technician, Ms. Doe has the responsibility to provide assistance and instruction in supply and
supply discipline policy and procedures to all units within the Fort Sill support area. Her ability to
research problems and prepare knowledgeable, effective solutions and recommendations has been instrumental
in the outstanding record of Fort Sill's Supply and Property Accountability Program.

In September 1986, Ms Doe was transferred to the(NAME OF SECTION/BRANCH AND ORGANIZATION) where she assumed
the responsibility to provide logistics assistance to all junior and senior ROTC units within the Fort Sill
area. Her professionalism, knowledge of supply procedures, long hours of dedicated duty, and continual
suppport has enable Fort Sill to gain the reputation for providing the best support of all installations in
the Third ROTC Region. Her supervisor has received numerous letters of appreciation and laudatory
comments concerning her outstanding support from Commanding General, Third ROTC Region, and commanders of
junior/senior ROTC units supported by Fort Sill. Her performance in this area has set an example of

achievement for others to follow.

In addition to her ROTC responsibility, Ms. Doe has been called upon to present training courses for the
Battery Commanders Orientation Course, the Autmated Asset Accountability System, and Unit Level Officers
Supply Course. She will teach the upcoming Automated Issue Document Entry/Register System. With each
assignment, Ms. Doe has performed in an outstanding manner, displaying an attitude of willingness to do
whatever is necessary to enhance training skills required in these complex areas.

Figure 9. Sample of Justification
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CITATION

Certificates for Exceptional Performance, Quality Step Increases, and Performance Awards should be prepared
in this format:

JANE DOE

IS OFF1C1ALL y COMMENDED

FOR

Exceptional Performance during the period lS August 1986 through 14 August 1987, while assigned as a Clerk
Typist, Civilian Personnel Office, Directorate of Personnel and Community Activities, Fort Sill, Oklahoma.
MENTION BRIEFLY WHAT THE EMPLOYEE HAS DONE. Ms. Doe's performance and dedication are a credit to herself,
Fort Sill, and the Career Federal Service.

CHECKLIST FOR PREPARING CITATION

-Is the name spelled exactly as you want it to appear on the certificate?
typed JANE ALLEN-DOE, J. A. Doe will be typed J. A. DOE)

(Example Jane Allen-Doe will be

-Does the first line of the citation "flow" with the certificate to be used?

-Are the dates for the service mentioned? (spell these out, please do not use 8115187)

-Is the organization in which the duties were performed mentioned? Directorate of
etc.

, Office of the ...

Have you mentioned briefly what the employee has done? Developed a new course, updated a filing system
etc. Explicate the performance mentioned for the Commander's Award and Meritorous Award.

Is the citation completed with a closing line?

Are words spelled correctly and sentences complete?

Figure 10. Sample of Citation
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Figure 11 Sample of Tangible Benefits Chart
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Scale of Awards BaRed on Intangible Benefits
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Figure 12. Sample of Intangible Benefits Chart
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The proponent of this pamplet is the Incentive Awards, Management Employee Relations Branch Civilian
PersonnelOffice. They welcome your comments.

(ATZR-XM)

FOR THE COMMANDER :

DENNIS RUNEY

Colonel, FA

Chief of Staff

1 ea Mil-Civ Supv of Civ Empl (800)
ATZR-XM (200)

L 2839 Army-Fort Sill. Ok12.


